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Chapter 1:  Introduction  
  

Congratulations for choosing the Cambria Toolkit Store as your online store.  You have made a great 

choice that is backed with the support of Cambriaôs talented team of designers and programmers.    

  

The Toolkit Store is an affordable solution that will grow with you and can change to meet the needs of 

your growing enterprise.  

  
  

Toolkit Store Helps  
You are not on your own with this store.  You have this manual and a growing Frequently Asked 

Questions page on the Cambria Store web site.  Besides that, you can always call our offices and talk to 

a designer or programmer.  Our normal hourly charges may apply.  

  
  

Making Changes To Your Store  
You can always change anything about your store.  We are not a template organization and can make 

any programming or design change that you desire.  Just call us for an estimate.    

  

You can also make changes to the store at any time.  Many of our customers start with the standard store 

and then start adding bells and whistles once their store gets off the ground and has established a 

customer base.  

   



Chapter 2:  Getting Started  
  

Your store is purchased and loaded onto the hosting companyôs servers.  Now what?  

  

You should remember two URLs:  

Å Your domain name or IP address (http://www.YourStore.com/ or http://65.198.78.70/)  

Å Your administration area (http://www.YourStore.com/admin/ or http://65.198.78.70/admin/)  

  

The main pages are where your customers will shop and the administration pages are where you will 

manage your products, customers, orders, and site design.  

  
  

Logging Into The Administration Area  
Open your browser and type in your administration area URL.  

  

  
  

This will bring you to the Administration Area login screen.  

  

  
  

Type in the user name New and the password Admin and then choose the ñLoginò button.  You should 

now be logged into the Administration Area.  

  

  
  
  
  



Changing the Administration User Name and Password  
Because all of our stores start out with the same user name and password, it is really important to change 

your user name and password right away.  

  

At the bottom of the administration home page, locate and choose the link for ñManage Site 

Administratorsò.  

  

  
  

Choose the link ñClick here to add another administratorò.  It is located above the View/Update 

Administrator column.  

  

  
  

At the ñAdd an Administratorò page, type in your information including a user name and password that you 

will remember.  When you are finished, choose the ñAdd Recordò button.  

  

  

  

Helpful hint:  Write your user name and password here for 
future reference.  

  

  

User Name:  

  

  

Password:  

  

  

You now should have two administrators in the list.  

  

  
  



We now need to delete the other one so it canôt be used by anyone else.  Choose the gray button 

underneath the ñDelete Administratorò column next to the New Administrator name.  

  

  
  

At the ñDelete an Administratorò screen, choose the ñDelete Recordò button.  The system will prompt you 

to make sure you are sure that you want to do this.    

  

Choose ñOKò.  

  

  
  

  

Continue adding Administrators until you have added everyone in your system.  You can delete 

administrators as needed, but always leave one or youôll lock yourself out!   

  

To update an administrator, choose the gray button underneath the ñUpdate Administratorò column.  This 

is where you can change your user name and password.  

  
  

Log Out and Log In With New Name  
Now that you have created a new user name and password, please log out and log back in with the new 

user name and password.  

  

To do this, choose the ñLog Outò option to return to the Administration Log In page and sign in with your 

new user name and password.  

  



  
  
  

Add Your óComing Soonô Information  
Before your store is fully operational, we recommend that you have a óComing Soonô page that tells your 

customers when to come back and visit you.    

  

Please note that even though your customers will not be able to shop at your store until it is finished, you 

will be able to see all of the aspects of your store once you log in as an administrator.  

  

Choose the ñToolkitò option on your administration page.  

  

  
  

  

This brings you to the ñToolkitò page.  Choose the option for the ñTurn on/off the Coming Soon pageò.  

  

  
  

  

Change the option for ñIs your site ready to launch?ò to ñNoò and then choose the update button.  

  

  
  

  

We have to adjust the óComing Soonô text to your information.  On this Toolkit page, choose the option for 

ñComing Soon text that will appearéò  

  

  
  

  



On the Modify Page Text screen that appears, add whatever text you would like your customers to read 

until your site is ready to go.  When you are finished, choose the ñUpdateò button.  

  

  
  

  

You are now ready to work on your storeôs design and products.   



Chapter 3:  Modifying the Store Text  
  

Choose the ñToolkitò option on your administration page.  

  

  
  

We will be going through the first section titled ñModify Page Textò in this chapter.  You may want to use 

the Simple HTML formatting found in Appendix A to help you spice up your text.  

  

   
About Text  
Click the first link:   

  

This is the text that will be on your websiteôs ñAbout Usò page.  Type in your new text into the box and 

then choose the ñUpdateò button.  

  

  
  



Advanced HTML users:  You will not have to put in any break or paragraph tags into this box.  The 

system replaces the carriage returns you type in for these tags.  

  

This text will now be available on the About Us page.  You can see this by clicking on the ñReturn to Main 

Siteò link and then the ñAbout Usò link at the top of the page.  

 

Business Name  
Click the next link:   

  

An email is automatically sent to your customers when they make a 

purchase from your site.  This is the business name that will appear in the 

email.  

  

Make your changes and choose the ñUpdateò button to return to the Toolkit. 
 
 

  

  

Coming Soon Text  
See Chapter 2 for a detailed explanation.  

  

  

Contact Us  
Click the contact us link:   

  

This is the text that will appear at the bottom of the ñAbout Usò and the ñHelpò pages.  

  

Type in your contact information and then choose the ñUpdateò button.    

  
  

One major difference about the contact information is the email address.  You will probably want to 

provide your visitors with an email address.  You can either (1) type this in without the extra tag 

  

  
  
  



information and let them cut and paste it into their email program to email you.  Or (2) you can make it a 

link that will bring up their email program with your email address in the To: field already.  

  

To make it a link, type in the following without extra carriage returns, tabs, spaces, etc.  

  

<a href=òmailto:youremailaddress@yourdomainname.comò> 

youremailaddress@yourdomainname.com</a>  

  

You can also add a subject to this link.  To do this, type in the following without any extras.  

  

 <a href=òmailto:youremailaddress@yourdomainname.com?subject=My Subjectò> 

youremailaddress@yourdomainname.com</a>  

  

  

  

  

  

When your visitor clicks this link, it will bring up 

their email program with the To field and 

Subject field already filled out.  

  

  

Copyright Text  
Click the next link:   

  

This is the copyright text that appears at the 

bottom of your web pages.  

  

To make the copyright insignia (©), type in 

&copy;.  

  

Make your changes and choose the ñUpdateò button to return to the Toolkit.  

  

  

Email Address  
Click the next link:   

  

An email is automatically sent to your customers when they make a 

purchase from your site.  This is the email address that the emails will 

be from.  

   

Just in case they reply to you, make sure this is a valid email address.  

  

Make your changes and choose the ñUpdateò button to return to the Toolkit.  

  

  



Introductory Text  
Click the next link:   

  

This is the introductory text on the home page of your store.  Make your text changes and choose the 

ñUpdateò button to return to the Toolkit.  

  

  

Meta Description  
Click the next link:   

  

The Meta description is used by search engines to give a description of your site once it appears on their 

listing.  Most search engines only let you have a maximum of 30 words, so be brief.  

  

  
  

Make your changes and choose the ñUpdateò button to return to the Toolkit.  

  

  

Meta Keywords  
Click the next link:   

  

The Meta keywords are used by search engines to bring your site up when people search on a variety of 

keywords.  Most search engines only let you have a few, so it is better to be brief and to put your best 

ones at the front of the list.  

  

  
  

Make your changes and choose the ñUpdateò button to return to the Toolkit.  

  

  

Title  
Click the next link:   

  

This is for the wording that appears in the title bar of 

the browser.  

  

Make your changes and choose the ñUpdateò button to 

return to the Toolkit.  

  

  

Welcome Title  
Click the next link:   

  



This is the title that appears on the home 

page of your main site, just above the 

introductory text.  

  

Make your changes and choose the  

ñUpdateò button to return to the Toolkit.  

  

  

URL  
Click the next link:   

  

An email is automatically sent to your customers when they make a 

purchase from your site.  This is the URL that the emails will bring your 

customers back to view their account, buy more products, etc.  

  

Make sure that the full web address is shown, starting with the http:// and ending with the /.  

  

Change the URL and choose the ñUpdateò button to return to the Toolkit.  

  

  

Frequently Asked Questions  
There is one text item that is not part of the ñToolkitò area.  That is the Frequently Asked Questions or 

FAQôs.  They update the ñHelpò page on your site.  

  

Click on the ñManage Frequently Asked Questionsò link.   

  

  

There are already two FAQôs in the system for questions that we feel may come up to you at some point 

in time.    

  

  
  

As you work with your store and your customers, you may find other questions coming up with your 

customers.  You can add, update and delete FAQôs through this area to help solve these problems before 

they email you.    

  

See the above instructions for adding, updating, deleting Site Administrators for specific instructions on 

how to use the add link and the update and delete buttons.  

  

  
  



Chapter 4:  Modifying the Store Design  
  

Choose the ñToolkitò option on your administration page.  

  

  
  

In this chapter, we will be going over the following sections to modify the pictures and colors of your site.  

  

  
  

  

Uploading Pictures  
To preface this section, we are assuming that you know a little bit about pictures for the web and how to 

resize them.  If you do not, please call us to have one of our designers help you out.  

  

  

Modify the Logo  

To change the logo to yours, click the Logo link:   

  

Unlike the product pictures, we did not want the system to resize the images in case you wanted a larger 

or smaller size to fit in with your siteôs design.  We do suggest a logo of approximately 100 pixels high to 

not take up too much space.  

  

 

Click the link to change your picture:    This will bring up the  
upload window so you can upload your picture into the system.  
  

  



Choose the ñBrowseò button to find your picture.  Once you find it, highlight the file name and then choose 

the ñOpenò button.  

  

  
  

This will bring you back to the upload window with the file name inserted into the ñChoose your fileò field.  

 
Choose the ñUpload Pictureò button to upload your picture.  At the Picture Uploaded window, click the link 

to close the window.  

 
  

  

  
  

  

  



This will refresh your browser window and you will be able 

to see your picture displayed on the page.  

  

Add the alternate text that your visually impaired visitors 

require and then choose the ñUpdateò button.  

  

  

If you hover your mouse over your logo in the upper left 

hand corner of your browser window, you will see the 

yellow alternate text appear.  

  

  

  

Modify the About Picture  

Follow the above instructions, except click on this link  

and upload a picture that is no more that 350 pixels wide.  

  

  

Modifying Colors  

Choose the link for .  This option has the most extensive list of 

changes that we can make.  

  

The link will open up a new window.  Maximize this window by clicking on the center  

(or maximize) button in the upper right hand corner of your browser.    

  
This page has a list of options, such as 

Background Color, followed by a text field with a 

6-digit value in it.  

  

This 6-digit value is called a hexadecimal code.  

This is what your browser needs to figure out 

what color you want each option.  

  

For example, your main background color is 

currently white (FFFFFF).  Change this value to 

light gray (EEEEEE) and then choose the 

ñUpdateò button.  

Now, the main text is a light gray.    

  

  

Go through each option in the Modify Colors/Buttons/Links section.  If you need any help, please feel free 

to give us a call.  

  



The Color Pickers  

The color picker helps at the top of your screen will help you to figure out the hexadecimal codes for your 

desired colors.    

  

They both provide the same function, but you may like one better than the other.  

  

  
  

  

Color Picker Help 1  

Choose the first color picker.  This will bring up a different window.  

  

  
Color Picker Help 2  

Choose the second color picker.  This will bring up a different window.  

  

Click your left mouse button down  
and hold it as you drag your  
mouse arrow over the rainbow- 
colored box.    
  
As you do so, notice that the Hex  
Code and box next to it change.  

  
The slide bar on the right of the  
rainbow-colored box will make  
the color lighter (as you click and  
drag up) or darker (as you click  
and drag down).  
  
The slide bars on the bottom  
make the color more or less red,  
green, or blue.  
  
When you find the perfect color,  
type in just the 6-digit code  
without the # sign into your main  
page.  



  
  

This is a similar color picker, except that you click without dragging your mouse.  

  

The rainbow-colored bar changes the colors in the larger box.  Clicking with your mouse in the larger box 

will change the Solid Color and the RGB triplet (Hexadecimal Code).    

  

  

Test It Out  
When you are finished modifying the colors, click the ñReturn to Main Siteò link to make sure everything 

looks good.  

  

  



Chapter 5:  Adding the Products  
  

Youôve modified the text and modified the look and feel of your store.  Now, itôs time to start adding the 

products to your store.  

  

  

Product Categories  
The first thing that you need to add is the product categories.  

These are the main options that you can see along the left menu 

in the main site.  

  

Choose the ñManage Product Categoriesò option from the 

administration main menu.  

  

  

There are four product categories in there right now.  Letôs delete 

them so we can start out with our product categories.  

  

To delete them, choose the button under the ñDelete Product Categoryò next to a Category Name.  

  

  
  

This will bring you to the Delete Category window.  

  

  
  

Choose the ñDelete Recordò button.  It will ask you if you are sure you want to do this.  Choose ñOKò.  

  

Continue deleting product categories until there are none left.    

  

Now, weôll add in our product categories.  Choose the ñClick here to add a product categoryò link.  

  

  
  

This will bring us to the Add Category window.  Type in the category name that will appear on the left 

menu, the category description that will appear on the products page and the sort order that you want it to 

appear in on the left menu.  

  

When you are finished, choose the ñAdd Recordò button.  

  



  
  

Continue adding product categories until you are finished with the ones you want for your store.  

  

  

Product Statuses  
The next thing that you need to add is the product statuses.  This 

will determine what people can purchase from your store.  

  

Choose the ñManage Product Status Codesò option from the 

administration main menu.  

  

There are three main product statuses and they are already in your system, although you may want to 

rename them to something that makes sense to you.  

  

  
  

Available has ñTrueò for ñPost On Siteò and ñFalseò for ñPost Not Availableò.  This means that the product 

will be posted on the site and your customers can purchase it from you.  

  

Out of Stock has ñFalseò for ñPost On Siteò and ñFalseò for ñPost Not Availableò.  This means that the 

product will not be posted on the site and your customers will not be able to see it to purchase it from you.  

  

Temporarily Out of Stock has ñTrueò for ñPost On Siteò and ñTrueò for ñPost Not Availableò.  This means 

that the product will be posted on the site, but it will have a ñNot Availableò wording and your customers 

will not be able to purchase it from you.  

  



For example, ñA Man Named Daveò is marked 

ñTemporarily Out of Stockò and ñA Song Flung 

Up To Heavenò is marked as ñAvailableò.  

  

When you click on ñA Man Named Daveò to get 

the product details, instead of having the Add 

To Cart/Add To Wish List buttons, the product 

simply says:  

  

  

  

  

Vendor Statuses  
The next thing you have to take a look at before you add products 

is vendors and vendor statuses.  

  

Choose the ñManage Vendor Status Codesò option from the 

administration main menu.  

  

  
  

This is where you can add descriptors of the vendors that you deal with.  Use the option for ñAdd another 

vendor statusò to add other options, the button for ñView/Update Vendor Statusò to rename any of the 

options and the button for ñDelete Vendor Statusò to delete any of the vendor status codes that you will 

not use.  

  

  

Vendors  
Now that weôve added our vendor status codes, we now can add 

our vendors.  

  

Choose the ñManage Vendorsò option from the administration 

main menu.  

  

There is one vendor in the system.  Letôs delete it so we can add our vendors.  

  

Note:  What if you donôt have any vendors?  The system requires a vendor for each product.  You can 

either have us change the system to not require vendors (more expensive) or add a fake vendor to the 

system to use.  This is much more cost-effective.  

  

To delete them, choose the button under the ñDelete Vendorò next to the sample vendor.  

  



  
  

This will bring you to the Delete Vendor window.  

  

  
  

Choose the ñDelete Recordò button.  It will ask you if you are sure you want to do this.  Choose ñOKò.  

  

Now, weôll add in our vendors.  Choose the ñClick here to add a vendorò link.  

  

  
  

This will bring us to the Add Vendor window.  Type in the information about this vendor and choose the 

ñAdd Recordò button.  

  

  
  

Use the option for ñAdd another vendorò to add other vendors, the button for ñView/Update Vendorò to 

rename or update any of the vendors and the button for ñDelete Vendorò to delete any of the vendors that 

you will not use.  

  

  

Sizes  
You may have products, like T-shirts or other clothing, that come in multiple sizes.  Your system will add a 

column for these products with a drop-down list in the size column.   

  



  
Note before you skip this section:  You can be creative with the size and color fields.  For example, you 
could make the sizes be ñCassetteò,  ñCDò, and ñVinyl Recordò.  Then, Cambria can modify the Size 
column to say Recording Type instead.  This, for example would be less than a $25 change.  

  

This change would give you the flexibility to add in one product with different prices for different recording 

types instead of having to add in ñLive in Philadelphia ï CDò as one product and ñLive in Philadelphia ï 
Cassetteò as a second product.  

  

Before you can select the specific sizes for each product, you will have to add all of the sizes for all of 

your products to the system.  

  

Choose the ñManage Size Codesò option from the 

administration main menu.  

  

  

Your system comes with the following sizes:  

  

  
  

Delete any of the size codes that you will not be using, choose the ñclick here to add another sizeò link to 

add your size codes, and choose the View/Update Size button to make any changes to the size names.  

  

  

Colors  
You may have products, like coffee mugs or clothing, that come in multiple colors.  Your system will add a 

column for these products with a drop-down list in the color column.  It will also add a series of color 

boxes that your customers can see to help them decide between colors.  

  



  
  

Before you can select the specific colors for each product, you will have to add all of the colors for all of 

your products to the system.  Remember, you can always add more, so you can just add the ones for 

your current products.  

  

Choose the ñManage Color Codesò option from the 

administration main menu.  

  

  

Your system comes with the following color codes:  

  

  
  

Choose the View/Update Color button next to the first color on the list.  

  



The color codes have a picture function associated 

with them that allow you to put pictures of the colors 

and patterns that your customers can see with their 

product:  

  

  
  

  

  

Choose the óBackô button on your browser to return to the list of colors.  Delete any of the color codes that 

you will not be using.   

  

To add a color, choose the ñClick here to add   another 

colorò link.  

  
This will bring us to the Add Color window.  When the screen 

appears, type in the color name.  When you are finished, 

choose the ñAdd Recordò button.  

  

  

You will now come to the Update Color screen where we can add pictures of the color/pattern.  

  

  
  

Adding Pictures  

There are two ways to add pictures to your product.  The first is to add a picture and let the system 

automatically resize it for you.  This is the recommended way.    

  

However, you can also create properly sized pictures in your graphics programs and upload them 

yourself.  There are 3 reasons for this method: (1) You like doing it all yourself, (2) You would like to make 

the pictures a different size, (3) You need to upload .GIF images.  

  


